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1, ORNFRAL

This Begulation establishes baaic policies and responsibilities
for administering the Agency Records Management Progrém. Its re-
?mmmu are in agreement with the Pederal Records Act of 1950

Public Law 75L, Blst Congress) and other applicable statutes and
regulations,

2. OBJECTIVE

Records Management 1s controlling and lmprovimg records from their
oreation or rsceipt to their disposition, with resultant economies

in manpower, supplies, equipment, space, time and money.
3. POLICIES

The Agency Records Management Program shall be administered om 2
decentrelized basis through area programs governed by the follow-
ing policiess

as Uniform systems shall be developed and installed to ensure a
high standard of documentation by the most efficlent and eco-
somical means, and to prevent the creation of nonessential
records, The technigues to be applied in this area include
controlling and imgroving forms, reports, and correspondence,

b, Provision shall be made for the efficient and economical main-
tenance and servicing of current records through continuing
analysis and improvement of mail handling and routing proce-
dures, record classification and indexing systems, and filing

equipment and supplies,

¢, Vital materials shall be identified and transferred to the
Agemey repository.

ds !!icrofilndng projects shall be reviewed to ensure validity of
purpsse and maximum equipment utilisatiom,
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e, A Records Center shall be maintained for the stering, proc=
essing, and servicing of Agency records, including Top Secret,
which are no longer used or are infrequently needed in the
genduct of current business, The Center will alsc serve as
an archival facllity.

f. Recards of permmnent value shall be identified and preserved,
F¥omowrrent recerds shall bs scheduled for removal from office
space and filing equipment te esemomical Records Center stor-
age. Records of temporary value shall be identifisd and
scheduled fer legal destructiom according to their retention
values, -

ge Bo record shall be destroyed or removed frem Agency custody
axe as provided for by an Agency records contrsl schedule
/or a records dispossl authority obtained from Corgress
upor recormendation of the Archivist of the United States,

RESPONSIBILITIES
s The Chief, Mansgement Staff, is responsible for:

{1) Directing and coordinating the Agensy Records Masnagement
Progran by providing basic plans, policies, and procedures,
and staff guidance for their applicstion to area programs.

{2} Reviewing and approving requisitions for such equipment,
supplies and services as are determined necessary for

compliance with the pelicies and procedures prescribed
fer each program functien,

'3

{3) coadumg operatienal audits of area programs to promote
their effectivencas,

(L) Providing, in collaboration with the Director of Training,
faoilities (including instructional and training media)
for the guidance, indoctrination and technical treining
in the pregram functions,

be The Deputy Director (Plans), (Intelligence), and (Support) or
thelyr designees are responsible fors

(1) Establishing and meintaining ares programs to meet the
roguirements of this Regulation,
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{2) Rendering such reports as may be required,
ignating in writing to the Chief, Management Staff the
3 e aals who w111 have respnsibility for maimtaining
ares DIOgrams,
FOR THE DIRECTOR OF CENTRAL INTELLIGTNCE:

L, K, WHITE
(supperb)
DISTRIBUTION: AB
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